
Enter your user name and 
password and click 
“Login”



Select “Account 
Maintenance”.



Listed are the various account 
maintenance functions that can 
be performed in Vendor Self 
Service. We will start by showing 
“Headquarters Information”. 

This option lets you edit your 
web address, vendor verification 
information and your DUNs #.



First select “Update”.



You will be able to modify 
your web address and 
DUNS# and Verification 
Hint information. After 
making any necessary 
changes, select “Save 
Changes”.



Notice that the 
Pending Changes 
Box is now 
checked. You can 
view your pending 
change by 
selecting “View 
Pending Changes”.



Your pending changes will 
be displayed. Note: Your 
requested changes will 
have an On hold status 
until approved by the City. 



You can also create a new 
location for your headquarters 
account by selecting “Create 
New Location for This 
Headquarters”.



Complete steps 1 
through 9 for your new 
location. This process is 
identical to the new 
account registration 
process.



Next we will discuss the “Master 
Addresses” option. This option 
will allow you to view and edit 
street address information. 
Select the “Master Addresses” 
option.



Select “Update”.



Enter your requested changes 
and select “Save Changes”.



Note that the Pending Changes Box is 
now checked. You can view your 
pending change by selection View 
Pending Changes. 



Next we will discuss the 
“Contacts” option. This option 
allows you to view and edit your 
contact information. Select 
“Contacts”.



The Contacts screen will 
list all contacts for each 
address you have on file 
with the City of Norfolk. 
Changes can be made by 
selecting “Update”. Select 
Update.



After making your revisions 
select “Save Changes”. 
Changes made here will 
update all addresses where 
the specific contact ID being 
modified is used.



Next we will discuss the 
“Location Information” option. 
This option allows you to view 
and edit your Legal Name, 
Organization Type and other 
detailed information. Select 
“Location Information”.



The Location Information screen has 
5 topic areas where you can update 
information regarding your business. 
By clicking on the expand all arrow, 
each topic area will be viewable for 
editing purposes.

The expand all button is 
located here.



Once you have expanded the 
screen you can select update to 
begin making changes to your 
information.



After making your 
necessary changes 
select “Save Changes”.



After saving your changes 
the pending changes box 
will be checked. Remember 
all changes submitted must 
be approved by the City. 
You will be notified via email 
or letter regarding the status 
of your change requests.



Next we will discuss the 
“Address Information” option. 
This option will allow you to vew
and edit addresses to receive 
orders, payments or bills . It is 
important to remember that 
actual addresses can only be 
changed in the Master 
Addresses option. Select 
“Address Information”.



Notice that the Address Information 
page will list your Billing, Payment, 
Procurement and Web Registrar 
address information. You can edit 
the Active From and Active To dates 
for each address by selecting the 
update link next to the 
corresponding address. Select 
“Update” for any of the addresses 
listed.



After editing the Active From 
and Active To dates select 
“Save Changes”. Remember 
all changes will be in a 
pending status until approved 
by the City of Norfolk.



Notice that the Pending Changes 
box will now be checked for the 
address that you modified.



Next we will discuss the “W-9 
Information” option. This option 
will allow you to edit your TIN, 
TIN Type, Name as well as the 
TIN Address. Select “W-9 
Information”.



You can edit all relative TIN 
information by selecting “Change 
TIN”. Note: If you only need to 
update the TIN Name and Address 
you can use the “Update” option.



Next we will discuss the 
“Business Types” option. This 
option will allow you to edit the 
business types that describe 
your organization. Select 
“Business Types”.



Next select “Add Items”.



A complete list of Business 
Types as defined by the City 
will be displayed. You can 
select multiple business 
types from the list. After 
selecting your business 
types select “OK”.

Note: The “Next” link will allow 
you to scroll through the 
complete list of business 
types.



Next we will discuss the 
“Commodities” option. This 
option will allow you to view and 
edit the commodities that your 
organization offers. Select 
“Commodities”.



Select “Add Items”.



A complete list of commodity 
codes based on the NIGP 
commodity listing will be 
displayed. There are also custom 
commodity codes that the City 
has defined. You can select 
multiple commodity codes to 
describe what your organization 
offers.

There is a robust search feature 
that will allow you to search by 
Commodity Code number or 
Description.

The “Next” link will allow you 
to manually scroll through the 
Commodity Code listing.



Next we will discuss the “User 
Information” option. This option 
will allow you to edit your VSS 
user ID, password and other 
contact and security information. 
Select “User Information”.



After updating the required 
information simply select “Save 
Changes”.

You can also add contacts/users 
by selecting the “Add Items” 
option.

You can also change your current password if 
necessary. Select the “Change Password” link.



You will then be asked to enter your 
old password, enter a new one and 
then verify. After entering this data 
select “Change Password”.



Next we will discuss the 
“Location Users” option. This 
option will allow you view and 
edit users assigned to a specific 
company location. Only users 
that are valid for your 
Headquarters location can be 
assigned to a location. Select 
“Location Users”.



First you would use the “Find” feature 
to locate a user who is valid at your 
headquarters location. After locating the 
required user for this location select 
“Add Items” and then select “Save 
Changes”.


